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Verify correct revision before use by checking the LMS Web Site

OBTAINING A PURCHASE CARD

START

Permanent Civil 
Servant Employee

LMS-CP-4545
Revision: C-1

Note 1
NF 1700 can be accessed through the 
Langley Management System web site and 
should be sent to Mail Stop 937.

Objectives:  
-to ensure purchase cardholders are properly trained
-to ensure required delegation of procurement authority is
 obtained prior to issuance of a purchase card

Complete NASA 
Form (NF) 1700

(see Note 1)

Complete 
mandatory training 
for purchase card 

use and web-
based training for 
electronic PCard

Submit required 
documentation for 

issuance of 
purchase card to 
Bank of America 

(see Note 2)

Sign Delegation of 
Procurement 

Authority 
Memorandum

Procurement Officer

Center
 Agency Program

 Coordinator

Use purchase card 
in accordance with 

LMS-CP-4540

END

Note 2
Cardholder will receive purchase card within 
7-10 business days.

Provide signed 
Delegation of 
Procurement 

Authority 
memorandum and 
training statement 
to new cardholder 

and maintain a 
copy of each 

record

General Information

The following records are generated by this procedure and are 
maintained in accordance with LMS-CP-2707:
-Purchase Card Training Records

Approval __________________________________
Associate Director for Operations

Notify employee of 
mandatory training 
for purchase card 
use procedures 

and PCard

Issue user ID and 
password

Competency Center
(Marshall Space 

Flight Center)

Original signed on file


